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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Patrice Thomason-Bell
	SUPERVISOR'S CLASS: SSM I
	personnel analyst: Andrea Riley
	personnel date: 03/28/14
	PERCENT OF TIME: 













35%




35%
	activity: POSITION SUMMARY

Under general direction, perform the more responsible and complex technical budgetary activities of assigned organizations within the Department.  Due to the political sensitivity of the budget process, the incumbent must exercise a high degree of tact, integrity, and skill in order to effectively support the budgetary activities of the line organizations within the Department.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others to develop and administer the Department's budget; maintain regular, consistent, predictable attendance; exercise mature judgment; and take independent action to resolve a variety of complex fiscal issues.  The specific essential duties are as follows:

Independently analyze, review, prepare text material and summarize program component statements, budget change proposals, program reorganizations, administrative procedural changes, and other fiscal documentation to ensure the most effective and economical utilization of personnel and funding to fulfill the Department's goals and objectives.

Oversee and administer program allotments and expenditures in SAP in accordance with the laws and procedures pertaining to each appropriation source, including establishing initial cost centers and general ledger allotments, monitoring and projecting expenses by fund, reconciling allotments with the State Controller's Office accounts, evaluating transfer of Budget Allotments, and preparing Section 28 and Budget Revision documentation to adjust allotments.  Conduct studies on a variety of issues that develop during the administrative phase of the budget cycle.


	classification: Associate Budget Analyst
	appointee: Vacant
	dwr position number: 0240-5284-008
	sap personnel no: 
	sap position number: 50042727
	division: DFS/BO/Delta, Flood & Water Mgt, Cap Outlay Sect.
	mcr: 1
	percent 2: 10%





10%






5%






5%
	activity2: Frequently consult with and advise management on issues having significant fiscal policy implications in the incumbent's area of assignment, which may involve legislation, constitutional initiatives, program resource of priority shifts, mandated budget reductions and administrative problems and concerns.  Act as expert consultant to the Department's managers providing them information and instructions concerning the budget process and financial procedures.

Collaborate with the other analysts in the office and provide leadership and guidance to the less-experienced budget staff to prepare the Department's formal budget presentation package, including DWR's portion of the Governor's Budget, all supporting documentation, and supplemental schedules.  Monitor and control input to the SAP System for consistency with program decisions, funding and personnel control levels, administrative policy, and for inclusion of legislation and carryover appropriations.  

Perform various activities in support of the proposed budget, including responding to inquiries, preparing budget briefing materials for members of the legislature and their staff, preparing rebuttals to the Legislative Analyst's comments on the DWR budget, conducting research and providing detailed information to further support the Department's proposed budget, and tracking decisions through the legislative process to ensure that all legislative changes and Governor's vetoes are reflected in the appropriation of funds.

Conduct independent analyses of departmental programs with minimal supervision, developing alternatives for optimum program functioning.  Prepare reports of finding and recommendations for Management review and action.  Monitor implementation of adopted recommendations and provide progress reports to Management.  Perform confidential drills and complex special assignments.  Act for the Section Chief as required.


KNOWLEDGE, SKILLS, AND ABILITIES

Strong customer service skills, work independently and cooperatively with internal and external customers, exercise good judgment and maintain consistent, predictable, and regular attendance.    Apply organizational skills in order to prioritize work assignments, possess good analytical and interpersonal skills, the ability to communicate orally and in writing with various department and field division staff.  Proficient in Microsoft Word and Excel. 

	supervisor name: Patrice Thomason-Bell
	employee name: 


